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MINIMUM SYSTEM REQUIREMENTS

. WINDOWS 98

. INTERNET EXPLORER 6

. 128-BIT ENCRYPTION ENABLED
. COOKIES MUST BE ENABLED
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Accessing the Web site

https://dhs.arkansas.gov/dccece/snpclaims/

T o0 save time in the future, once you have accessed this website you can save the link to the Favorites. To

save this link in your Favorites, simply go to the top of the web page, click on the word Favorites. Once
you click on Favorites a menu will drop down and you will see the option to “add to Favorites”, once
chosen, a box will appear with a file name and ask if you want to save, choose yes. You have now saved
this link to the Favorites.
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To Access the link from the Favorites menu simply choose Favorites and then choose the link name.
User will be directed automatically to the web site.

LINK TO APPLICATIONS PAGE:

https://dhs.arkansas.gov/DCCECE/SNP/DCCWelcomeM.aspx
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How to Log in

a SNP Existing User Login - Microsoft Internet Explorer - |ﬁ' |1|
File Edit View Favorites Tools  Help | -:f
@ Back - O - u @ ;h | /:_) Search ‘i‘\'{‘ Favorites @ | Ef': - .,;_. .ﬁ
Address |@ http:/{dhsiisd1 fwa_SHPClaims_SIT/SHPYWelcomet, aspx | Go |Links »
Y’ - | - |W8b Search <+ @Bookmarksv [ Settings = | [ mail - @My Yahoo! = | @Answers - »
| SMP Existing User Lagin | ok 2dd Tab m
-
ARKANSAS DEPARTMENT OF
[ -~ \ -y —
HUManiSenvices
A Community of Caring -
Access the System
Password
K| | _>l_I
|@ Daone ’_ ’_ ’_ ’_ ’_ |\j Local intranet:

Jl'i_';'start| B8 adE o 3 E M e =| @Inbox...| 1 i, . ||@5NPE... [C]® ., % @ 1z0zem

e Enter the USER NAME assigned by SNP
e Enter the PASSWORD for this USER NAME

e Choose the OK button

About User Names and Passwords

User Names and Passwords have been assigned by your SNP worker. The User Name and Password
for billing claims is the same User Name and Password assigned in the Online Application System.

If you have forgotten the User Name or Password, use the LOST PASSWORD feature in the
Applications System ot telephone SNP Technical Support at (501) 682-8869/(800) 482-5850 Ext 28869.
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How to Enter Claims

e
Fle Edit View Favortes Tools Help ‘ o
GEack - - |ﬂ @ _;j ‘ /,_7 Search s‘:\?Favnmtes {‘,‘;| - :7 33
Address [€] htp: fdhsiisd1 fwa_SMPClaims_STT/SiteWelcomeM.aspx 2| Go \um« o
w7 [ O~ [web Search < [ZBookmarksr [settings~ | £ mal ~ @y vahoo! + | £ answers « »
| welcome to Arkansas SHP ”m‘

a8
|
|

Alerts: (Default view shows New and Open Alerts)
View Now/Open | View New | View Closed

Mo Alerts For REYOTNG

Businesses available for this user

Select |Prefix Number
Select A 627 959111222 CHILDRENS WOELD PEESCHOOL 5011112222

1

Enter Claims

AH&E S DE M2 EEELL

| _>l_I
[ [ [ [ [S3 Cocal intranet

| [Omnbo... |[£] wel..  @ypoc... | [H[0], @8 W o4 am

) seare| |

In this screen the user will see all Businesses associated with the User Name.

Depending on the Business type the user may see only one site as seen above or multiple sites
as seen below.

Lol
Fle Edt View Favortes Tools Help ‘ o
Gﬂack - @ - |ﬂ @ _jj ‘ /,_7 Search s‘:‘\? Favarites {‘,‘}| - :_l,' 3
Address |§’| http: fjdhsiisd1 {wa_SMPClaims_SIT/SiteWelcomet. aspx = B ‘Lm)s =
7| ) |ueb Search «» [ Backnarks= [Msettings - ‘ Emal = @ my vahoo! - ‘ £ answers - »
| Welcome to Arkansas SHP X}

Select |Prefix|Number| TIN Name Fhone :lA

Selct | A 627 999111222 CHILDRENS WORLD PRESCHOOL 5011112222
Selct | L 563 999111222 CHILDRENS WORLD 5011116666 J
CHILDRENS WORLD SCHOOL
sekct | F 27 9eeliian U ICH PROGE A1t 5011114444
CHILDEENS WORLD SCHOOL Businesses available for this user
Select | T 9 999111222 LUMCHPRAGEAMS 5011115555
Select | CB 25 gsvlniepy DS WORLD SUMMERFOOD gyiyqq3333
PRGM
EIDDIE LAND CHILDEENS WORLD
Sekct | B 47 3ee111222 s 5011116666
1

Enter Claims
| _>IJ

|
& [T [ [ N3Locaintranet
Wetet| | MO A& @0 IERDEDDD 7| D [Ewdone [ 0,00 0 oz

Choose the Business user wishes to bill for and choose SELECT, then ENTER CLAIMS.

NOTE: ALERTS seen here are the same as the Alerts seen in the On-Line Applications System.

ALERTS are discussed further in the Alerts section of this manual.
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7} CACFP Child/Adult Care Center - Microsoft Internet Explorer == x|
File Edit YWiew Favorikes Tools  Help | ;','

G Back ~ L) - |_L| @ ;\J | /-‘: Search \;1\7’ Favorites é“{ | o 4 = i’i

Address Iﬁj http: f{dhsisd1 fwa_SMPClaims_SIT/CenterSiteListing. aspsx j Go | Links **

Y7 v| @ ‘Web Search 1+ [45 Bookmarks» [ Settings » | B2 mail » 5 My vahoo! = | 53 answers ~ e
| CACFP ChildfAdult Care Center

CACFP Child/Adult Care Center Program - Claim Entry

Lo 8

A627 - CHILDEENS WOFLD PRESCHOOL

72 GEAMT 811 H H
SHERIDAN, AR 72150 hSltelname will appear
. ere!

Claim Month  |January hd

Clamm Year Search |
Werify Eligibility

Wiew Claim Summary |

| of
N =TT
[l @ & @ * | ©fmbo.. |[&cac. Bpec.. | [H]0], 00 8@ o9:47am

Kl

|:§] [one

:t‘start| - X

In this screen choose the MONTH claiming, and then enter the CLAIM YEAR.

Be sure to use the CLAIM YEAR and not the Fiscal Year.

Choose VERIFY ELIGIBILITY to verify authorization to claim for this time period.

Microsoft Internet Explorer x|

L] Facility Eligible to Subrmit Claims For this Time Period, Please Select the Claim From the
- Claim Grid ko Enter Clairm Data.

Choose OK

NOTE: Claims should be entered before 2:00 pm each Friday to be authorized by SNP Personnel
and processed on Sunday for payment. Claims entered after 2:00 pm Friday will not be processed
or authorized until the following Friday.
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The view in this next screen will depend on the Business type.

7 Home Sponsor Site listing - Microsoft Internet Explorer _|8[ x|
Fle Edt View Favortes Toos Help ‘ w

eaack \) d @ M/_]Search \V\{'Favuntes @‘ \ ;,

Address @ hittp: chsiisdLjwa_SHPClaims_SIT/HomeSiteListing. aspx = ‘Llnks D

Y7- Q- |web Search [ Boolmarks~ M Settings+ | E1mal = @My vahao! + | B3 answers ~ »
" Home Sponsor Site listing | o Add Tab 8

Home B2 - NORTHWEST ARK FAMILY CC ASSOC -
Log Out P OBOXK 1522
FAYETTEVILLE, AR 72702 J

TIN: 710535525

Claim Month | September

Claim Year  [2007 Search

erify Eligibility

Claitn Listing for Month/Year Requested

Select

Adjust Submit Date Month | Claim Year | Status

m 10/17/2007 12:00:00 AM - 2007

View Claim Summary
4 J L|J

| &] Dane [T [T [ [S3Local rtranet
Wsten| | @8 = & @ 5 2 @ w P @@ ) o] B #s.[Ex [G00,080 soa

7} CACFP Child/Adult Care Center - Micrasoft Internet Explarer I ] |
Fle Edt View Favortes Tods Help | W
e Back ~ \) = d m b ‘ A~ () cearch N Favorites @ | - ;_,
Address |Q http:jjdhsiisdt jwa_SWPClaims_SIT|CentersiteListing.aspx B> |Links =
Y7 - = [web Search « [F ockmarks+ Fsettings = | E21mai = @My vahoot = | EJ answers « »
| CACFP Childfadult Care Center | & Add Tab
Clam Listing for Menth/Year Requested ;l

Arl]ust Submit Date | Month | Claim Year Status

|

Wiew Claim Summary

Stte Listing for Current Claim

Mo DAY DREAMS DAY

Select Claim Mo Clamm CARE 22264 True
Select Ig;;]m Mo Clam  EARLY IMPRESSIONS 23350 True
Mo FUNTASTIC KIDS
Select
elec Claitn Mo Claim PRESCHOOL 23389 True .
4 I »
[&] pone [T [ [ [ Sdiocalintranst

distart| | @ 2 & @ 5 D [E W & o] | [o]mbe.. [[&)cac.. oo, | [0, B8P 1w0:2zam

Choose SELECT next to the site user wishes to enter a claim for.

NOTE: When entering information into the following screen, EDIT checks will
appear if meals claimed does not meet eligibility and application information.

Be sure to carefully complete each field.
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Enter claim information into the table, following guidelines given in SNP training.

Following are examples of the claim information screens for each program.

Indrvidual CACFP Busingss - Mo Sites Indvidual HSLF Business
g‘m oD ln ’— Nuraherof  Days InCperation
on
Meal Counts cce AtRisk Heul Oy foe  Bobwed | Bl

Nuocberof Brealdist [ [ [
Nurber of Breakfast | |

Muraber of - Lunches I I I
Number of Lunches I I MNureher of - Supplemerts I I I
Numher of Supplements | I Nuwherof Wilks IU— ID—
Number of Suppers | I Nuber of Mille

BT 0]

Free Children Elighle Purchised ¢
Reduced Children Elighble Total Milk Crat 0

& Daily Attendames
Paid Children Eligible e DA A | L Supplemeat
Cost of Food ’— Breakfist Total
Average Daily Attendance | . Lunch Tatal

cce At Risk e Toid l—

] METLL
Cash in Lieu Total = l—
Food Service Total kT
n Subtetal

[ o] | son
Caleulat | Save
Caloulat | Save =04
*ACFP Home Sponsor Site Claim Data SFSP Site Claim Data
KANDYLAND DAYCARE

E—— l— ALL MY CHILDREN LEARNING ACADEMY
Type of Home Terl =
{ .
Ve o Tl Terl Mied MNumber of Days In Operation
A |_° 0 o Number of Breakfast l_
MNumber of Lunches
Ol N D
Huueber of Luhes 0 Number of Supplements
Mucher of Sugplements 0 ! ! Number of Suppers
MNudberof — Suppes 0 e ® Average Daily Attendance
T - ,—
Aerage Datly Atlerdlance Tar | Ton2 | Mind | Operetion Tot |—
Tiex 1 Tetal fumin A Total
Tier 2 Tetal Admin B Total
Iized Total Subtotal
Subtatal Caloulste | Save

Caloulate | Save |

After entering all of the information, choose either CALCULATE or SAVE.
Choosing SAVE will calculate and save in one step.

Microsoft Internek EXE =|

T E Site Claim Inserted.
-

Choose OK to continue.
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/A CACFP Child/Adult Care Center - Microsoft Internet Explorer =15 x|
Fle Edt “iew Favortes Toos Help " - | i
Qe - ©) - ¥] B ‘ ) search Favertes (%) ‘ e S Qe - © - ] [B] D ‘ ) search ¢ Favortes £2) ‘ S S
Addrezs [] bitpfchsisd1 wa_SNPClaims_SIT/CankerSkelisting.aspic J G \L ke Address [{2] http: ahsisd fwa_5NPCleims_S1T/CenterSiteListing,aspx E=E ‘L\nks B
Y7 - .~ |web Search [ Bockmarkse [ settings + | L mal = 9y Yahoo! | E3 ansne Y7 - O |eb Search| [ Bookmerkse [ Settings = | (21 1mal ~ &y Yahoo! + | £ answers - »
| CACFP Chidjadul Core Conter || 4 add Te ﬂ_ 1 cace Chidfaduk Core Center | (4 ada Ta (x]
Loz Out =l
ut 4697 . CHILDEENS WORLD PRESCHOGL Claim Listing for Month/T ear Requested
72 GRANT 811 eie AL - D
SHERIDAN, AR 72150
TIN: 995111222 J el Adjust 10 2007 Inactive J
st (G50 Status will
Claim Year 007 Saarch Status will be
be Site Listing for Current Claim INACTIVE
Verify Eligibility INACTIVE Date . ) N—
Claim Listing for Month/¥ear Requdsted
DAY DREAMS DAY
Select
elect Cl Mo Claim CARE 22264 True
Mo EARLY
Select
Sloct | i Mo ClEm s 23350 True
FUNTASTIC KIDE
- Select [ $0.00  11/14/2007 PRESCHOOL 23389 True -
Ll | _>lJ 1| | _>I_|
[€1Dene [T [ N3 Localintranet [&]pone [l [ &3 Localintranet

Wiste| |0 & 2 & @& o 2 B [ 2] =] (@ (2 O] > | (O bon [[ET cac @n J[HE,,0%80 sea | s |88 & & B o 0 [E (2] = 2 @0 > Sl |[Ecac ﬂuu | EE2 Y wzman
Choose SELECT next to the claim to be submitted and choose VIEW CLAIM SUMMARY.

The claim is not completed at this point. User must review the Claim Summary Data.

On the Claim Summary Data screen user will need to enter the date and choose SUBMIT for the claim
to be sent to SNP Personnel for authorization.

Below is an enlargement of the signature portion of the Claim Summary Data screen

Date S1gned [Fnter Date,

Comments

|
Submit |

Returnto Site Claims

If you need assistpdee, please call SIP at (301) 682-8868.

NOTE: Once user has chosen SUBMIT no adjustments can be made unless you are an authorized
Home Sponsor. Users not authorized to make their own adjustments must submit
adjustments in writing to SNP personnel.
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WHEN YOU SEE THIS BOX, CHOOSE OK.

Microsoft Internet Exp |

" E Claim Submitked,
-

Once submitted the claim status will change from Inactive to Active.

Cllaim Listing for IWonthi ¥ ear Fequested
Adjust Submit Date Month | Claim Year | Status

10/17/2007 12:00:00 AT

i Claim Summary |

The Claim Summary page will be the next screen.

Below is an enlarged view of the bottom portion of the submitted summary.

Amount Psid | (s288.19) |
15% of Claim: ($43.22)

Date Signed | 11/09/2007

Comments 000 ﬂ
Submit [

Return to Site Clains |

Print Site Summary | Print Disbursement

If you need assistance, please call SNP at (501) 632°8868.

1. Submit will submit the current claim to SNP for authorization.

2. Return to Site Claims will return you to the Claim Selection page. You may select another
site to claim or if your Business type is available to adjust a claim, you may do that here.

3. Print Site Summary will print the current Site Summary page.
4. Print Disbursement will print a copy of your current disbursement for all claims.

NOTE: You must have a printer connected to your computet to use the PRINT options.
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How to View and Manage Alerts
The default view shows both New and Open Alerts.

Choose SELECT next to the Alert you wish to see.

Q) Welcome to Arkansas SNP - Microsoft Internet Explorer =] x|

File Edt View Favortes Tools Help ‘ e

Qe - @ - [¢] [£] T | ) search ¢ Favores {67) ‘ - ; v

Adress [{@] huep:/fdhsisdt fwa_shPClaims _SIT/Siteelcomet, aspx I Be ‘Lmks ®
7 - ©,~ |web Search| -+ [ Bookmarks= [ Settings~ | B2 mail « My vahoo! ~ | 3 nswers ~ »

, FISHER

4 1 0.11¢
Division of Child Care and Early Childhood
Internet Claims Website

Velcome someone!!

Blerts: (Default wiew shows New and Open Alerts)

Wiew Mew/Open Wiew Mew View Closed

Select | Alert Status | Alert Reason | OpenDate | ViewDate | Closed Date

Select MNew Other 1171472007

1

| | .
@ [T T [ [ cocdlintranet
Bson| @S 2 G0 DEE L EERL ][Ol [Ewee. Bow. | [O00 8T w0s1a

To see only New Alerts, choose View New.

To see Closed Alerts, choose View Closed.

The next screen shows the Alert Information

/3 SNP Site User Alerts - Microsoft Internet Explorer =18lx|

Fle Edt Vew Favorites Toos Help ‘ =
Qeak = () - %] 7] 0| Dmead raeies 2 - 0L 3

& | A =0
Address |éj http: {dhsiiscl1 jwa_SNPClaims _SIT/SiteAlertsM, aspx =l Go ‘Lmks »
Y7 - G4, 7 |weh Search < S Bookmarks= |77 Settings~ | B2 mail « My vahoo! ~ | EJ answers ~ »
| SNP Site User Alerts X}

Print Documents -
Home Status [nProcess =]

Log Out
Eeason [Qther =] [Other
Ny 999111222
TEST ALERT FOR TRAINING =l
Comments

OpenDate  [11/14/2007 10:52:48 At
View Date  |11/14/2007 10:54:44 AM
Close Date

Save | hd
4 | 3

|&] Done [0 T [ [ cocalinkranet
Bseart| | @ 2 & @ 0 2 EW2EEEE 0 | [Clnbx.|[E s Boow. | [OL00 @ wssam
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To change the status of an Alert, choose the arrow in the box next to STATUS.

A drop down menu will appear, choose the Closed or In Process option.

o181
File Edit ‘iew Fawortes Tools Help | f','
GBack - J e d @ _;\J | /.:jSearch \_-:n;ﬂ Favaorites {‘3 | - kf ﬁ
Address I@:l http:f{dhsiisdl fwa_SMPClaims_SIT/SitedlertsM, aspx j Go | Links **
Y’ v| @ - ‘WEb Search @Bookmarksv [ Settings = | 2 mail - @My ¥ahoo! - | Answers - Ld
|| SNP 5ite User Alerts | ’m‘ m

-

Log Out e
Reason IOIher
In Process
TEST ALERT FOFR TRAINING ;I
Comments
[

Open Date |1 11472007 10:52:458 AM
Wiew Date |1 11472007 10:54:44 AM
Close Date I

-
1| | 3

[i€] pone N = T
ti;'start' @@ ad&E oD E MWaEEEE e > @Inbax...”@sﬂpsm ] Docu. .. | O] D % @ 10:56 am

Once the Status has been updated, the new Status name will appear in the Alerts screen.

NOTE: The Alert status cannot be changed to NEW

s
File Edit View Favorites Tools Help | ",'
eBack - \J - d @ _:\J | /..-jSearch \j‘:‘/ Favarites {‘3 | hd “f 3

Address [&] httpjJdhsisd1 fwa_sHPClaims_SIT/SiteelcomeM. aspx = & s ||Links »
Y’ . | -‘_'{v ‘Web ER— EPBunkrnarksv Fissttings ~ ||Go to "http:,i,l"dﬁsi\sd1,iwa_SNPCIIa\rzs_SIT,l’SiteWeIcomaM‘aspx"
_ Welcome ko Arkansas SNP

3 Versi 011 3
Division of Child Care and Early Childhoc
Internet Claims Website

Welcome someone!!

Closed Alerts
Wiew Mew/Open | ViewNewl Wiew Closed |

Select | Alert Status | Alert Reason | Open Date | View Date | Closed Date
Select | Closed Other 1111402007 11/14/2007 1171402007

1

Kl I
|@'| http:ffus.Ird. vahoo, com/_wlc=X300MTEvbnBhcTR.ZE jUOMTEwNwRzZ WD dG I

aviptnsawnil| [ [ [ acal intranet
Wstart| |00 & 2 & & 9 S [E] B (2] (=] [ (o]

Y]y

Closed Alerts will be moved to the closed alert section. The user may now continue to view alerts
Or choose another action such as entering claims or logging out of the system.
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Contact Information Page

Web Address:
https://dhs.arkansas.gov/dccece/snpclaims/

Support Phone Number: (501) 682-8869

Toll Free Support Phone Number: (800) 482-5850 EXT 28869

NOTES:
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